Wildwood Art Club Job Description and Duties Secretary 
 
 
 
1.     The Secretary takes minutes of business discussed at monthly Board Meetings and sends them out via e-mail before the following month's Board Meeting. 
2.      The secretary also takes minutes of business discussed at the monthly General Meetings and sends them out to anyone requesting a copy and to all Board members via e-mail.
 
3.       Minutes of the Monthly General Meeting should include a brief summary of the program that is presented. 
 
4. Notes should be concise and include all items of importance and interest to all club members.
5. The secretary also maintains a file of correspondence to the Art Club. 
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